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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Bid Using Rolling and Open enrollment
This Job Aid shows how to:
e Create a Bid from Scratch

Of Special Note:

Bids are documents used to request price quotes and post opportunities for contracts from potential vendors for goods or
services. They are used when goods or services are not already on a contract (statewide or departmental). Bids can
either be a one-time request for goods and services, which would turn into an open market purchase order, or they can
become a Master Blanket Purchase Order in COMMBUYS (formerly known as a contract or Master Agreement). They can
also become a SWC (Statewide Contract) or Departmental Contract. This job aid will start at the point of creating a new
bid, without a Requisition. Please review OSD policy if you have any questions.

Bid Types:

Open: Allows any vendor to submit a response, even vendors not originally notified of the Bid upon posting on
COMMBUYS. Open Bids should be used for all procurements unless they fall into one of the situations where a Closed
Bid is appropriate
e Unrestricted: Default on the Bidders tab
o Visible externally and open to all vendors for response
e Restricted: User must make this selection on the Bidders tab
o Visible externally but displays security message when viewer not logged in

Closed: User must make this selection on the General tab. Appropriate only in limited circumstances when a public bid is
not required. For example, this option is appropriate for issuing bids (Requests for Quotes) against Statewide and
Departmental Contracts, where the pool of eligible vendors is already established

e This selection does not show externally, but is visible only to selected vendors when they are logged in

Formal: Bids are “formal” by default and maybe either open or closed. Formal bids are used for all procurements unless
they fall into one of the situations where an Informal Bid is appropriate. Formal Bids with multiple awards result in “Open
Enrollment” Qualified Contractor Lists, as described in How to Draft a Request for Response.
e Default on the Vendor tab. No action is required to make a Bid formal.
¢ Prohibit Basic Purchasing users from viewing any submitted responses until the Opening Date/Time has been
reached

Informal: Can be either open or closed. Appropriate only in limited circumstances for issuing bids (Requests for Quotes)
against Statewide and Departmental Contracts to establish “Rolling Enroliment” Qualified Contractor Lists, as described in
How to Draft a Request for Response.

e Allow “Purchaser” to view vendor responses prior to the Opening Date/Time

Rolling enrollment: Allows you to accept bids and review them as they come. The contract end date should not
change. The contract end date should be at least a year after the last enrollment period

Open Enrollment: Allows the SSST can re-open the contract at any time (or at set intervals) to add new
vendors. .The contract end date should not change. The contract end date should be at least a year after the
last enrollment period.
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Job Aid:

How to Create a Bid Using Rolling and Open enrollment

Screenshot Directions

e Stepl. Launch the COMMBUYS Web site by
entering the URL

https://www.commbuys.com/bso/ in the
COMMBUYS | s

OPERATIONAL SERVICES DIVISION e Enter your login ID and Password
COMMBUYS i the only official pr record sy for the C of ° C“Ck the LOgin button

Massachusetts’ Executive Departments. COMMBUYS offers free internet-based access 10 all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers

COMMBUYS INFORMATION:
For more information on COMMBUY'S please vistt the COMMBUYS support pages

Tran: fa) 4 n for rch. 14
Iranin la 2 r 0 1 Dot

Job Ay for Purchosers

Job Aids for Sellers

if you have any questions or concerns contact the COMMBUYS Help Desk at
COMMBUYSERstale ma us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3197

e Reaqister
Register here to begin using COMMBUYS.
Vendors, please read this daclasnaer prior to registerng
= Complete Reqistration
Complete registration here to begin using COMMBUYS.
Vendors, please read this (= { prior to completing registration
= Open Bids
Browse open bid opportunities.
_— Active Contracts
B active Contr
— Contract & Bid Search
Search for Bids and active Contracts/Blankets.

- Registered Vendor Search
Search for registered vendors
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How to Create a Bid Using Rolling and Open enrollment

Step2 Select the Basic Purchasing tab on

Inqury  Vender Adminstsorl e ypper right side of the page.

agst 18, 2015e0430aMeDT A @l A e B ERE

Note: If you only have one user role, Basic
Purchasing, no tabs display.

Step3 From the Navigation Bar, select

C@M M BUYS Documents > Bids > New

—— OPERATIONAL SERVICES DIVISION ——

UN S P S C Code Browse | My Account | Customer Service | About
Home Items v Documentsv Vendorsv

Requisitions —

Bids New

PGs Ready To Open
In Progress

Invoice Ready for Approval

Quotes Ready to Send
Sent
Opened
Returned
Evaluated
Approved
Bid to PO
Canceled
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How to Create a Bid Using Rolling and Open enrollment

Create a New Bid

®  Create a bid from scratcl

Copy Contracts For Renewal.

Please select the method to create a new bid:

Clone a bid from another document.

Cancel & Exit

Step4 Create a new bid

e Select create a bid from scratch
e Click continue

Purchase Method:*
Tax Rate

Solicitation Enabled:
Item Single Award Only
Info Contact:

Pre-Bid Conference:
(Max size: 250 characters)

Bulletin Desc:
(Max size: 500 characters)

Quote Notification:

Invoice Method
Date Last Updated:

New Bid

General | ltems Address Accounting Routing Attachments Notes Bidders Amendments
Bid Number:
Status 28I - In Progress
How Solicited. Email
Department.®
Location™® v
Shew on Web. v
Required Date )
Available Date *(MM/DD/YYYY HH:MM:SS AM or PM) [
Bid Type: OpenBid +
Control Code
Print Dest Detail Always

Open Market

No

Three Way Match v

Q&A Reminders Summary

Save & Continue

Step5 The screen opens to the General tab of
the Bid. On the left side of the screen,
complete the following fields:

Department: defaults from user profile.
May be changed, using the dropdown if
other departments are available to user.
Location: defaults from user profile.
May be changed, using the dropdown if
other locations are available to user.
Required by Date: optional
Requisition Type: Open Market
Requester: user that created the
requisition; this field cannot be edited
Contact: contact for this requisition
Estimated Cost: calculated by
COMMBUYS; not editable by user
Alternate ID: leave blank

Special Instructions; Fill in as needed.
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Job Aid:

How to Create a Bid Using Rolling and Open enrollment

Descripion® | SS - Statewide Solicitation v

Purchaser™® ) o

Type Code —> | V> - Non-Statewide Solicitation | o0 L e iration @
Y| e 2 5 s s > -

_’pe . SH - Historical Solicitation

LSS SS - Statewide Solicitation 2016 ~

Organization Operational Services Division

Allow Electronic Response: v

Bid Opening Date*(MM/DD/YYYY HH:MM:SS AM or PM)
Purge Date:(MM/DD/YYYY)

Informal Bid:

Estimated Cost $0.00
Alternate 1D:
Print Format: * Bid Print
Enable Rolling Enroliment:

Enable Open Enroliment

User Last Updated:

Step6 The right half of the General tab,

complete the following fields:

e Description: be specific as this field is
also used as search criteria to locate a
requisition.

e Purchaser: defaults to your name; use

the dropdown to select a different

purchaser

Type Code: : type options are based

upon the requisition type

e Fiscal Year: defaults to the current Fiscal
Year

e Organization: Defaults to your
Organization, change if necessary.

e Enable Rolling Enrollment: Allows you
to accept bids and review them as
they come. The contract end date
should not change.

e Enable Open Enrollment: Allows the
SSST can re-open the contract at any
time (or at set intervals) to add new
vendors.The contract end date should
not change.

Enab
Enrol

Enab
Enrol

e Rolling
ment:

e Open
ment:

Step7A Select Rolling or Open Enrollment
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[Informal Bid:

)

Estimated
Cost:

Alternate ID:

Print Format: *

$0.00

Bid Print -

Enrollment:

Enable Rolling

v

Enable Open
Enrollment:

Step7B Select Enable Rolling Enrollment.

This function will automatically check the
informal bid box.

Enable Rolling Enroliment:

Enable Open Enroliment:

Enrollment Periods:

Delete Start Date

[ Add Enrollment Period ]

End Date

Step7C Select Enable Open Enrollment

This function will open up a set of enroliment
periods for the user to fill in the start date and
end date. It also allows the user to add
additional enroliment periods.

NOTE: In either case the bid should be
completed as instructed in the supporting Job
Aids.

Please refer to Job Aids:
e How to Create a Bid from a Requisition
e How to Create a Bid from Scratch
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